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Career Summary
A highly resourceful, flexible, innovative, and enthusiastic individual who possesses a considerable amount of knowledge regarding administrative and office procedures.  A quick learner who can absorb new ideas and is experienced in coordinating, planning and organizing a wide range of administrative activities.  Well organized and an excellent team player with a proven ability to work proactively in a complex and busy office environment. 

Work Experience
SENIOR SPA RECEPTIONIST
Timeless Spa – Dubai International Hotel, Dubai Airports, Dubai UAE
Mar 2013 – August 2014
· Deliver excellent customer service at all times 
· Answer all incoming calls/emails and forward to appropriate personnel 
· Administer all reservations, cancellations and no-show, in line with company policy 
· Respond to all guest queries and handle complaints in a professional and courteous manner 
· Manage cashiering and cash floats carefully
· Prepare and submit End-of-Shift reports on a daily basis 
· Monitor the inventory of retail products
· Involve and contribute at team meetings

· Report maintenance issues or any problems to immediate supervisor
GUEST SERVICES AGENT

Ahlan Services – Dubai International Hotel, Dubai Airports, Dubai, UAE

May 2012 – Feb 2013 
· Meet and welcome guests in a friendly and efficient manner 
· Administer check-in assisting guests with immigration formalities and maintaining record of all special requests at the time of arrival
Key Skills
AREAS OF EXPERTISE
	
	Office procedures

	
	IT skills

	
	Reception support

	
	Data management

	
	Customer service

	
	Data Entry

	
	Filing / archiving

	
	Social Networking


ADMINISTRATIVE ABILITIES
· Maintaining an electronic and hard copy filing system  
· Coordinating and arranging repairs to office equipment 
· Comprehensive knowledge of Microsoft Word, Outlook, Excel and Power Point. 
· Effective organizational skills 
· Knowledgeable in SAP, LES, El. Net, RA system, Spa Concept
· Resolving administrative problems 
· Creating presentations and writing up reports  
PERSONAL ABILITIES

· Attention to detail
· Punctual and reliable
· Can work without supervision 
· Ability to cope and work under pressure 
· Good written and verbal communication skills 
· Able to work as part of a team 
· Having a positive outlook
· Ability to multitask and manage conflicting demands
· Ability to prioritise task
· Oversee and keep track on arrivals and departures of guests particularly the VIPs
· Address and follow through guest  service needs and concerns in a timely fashion  
· Act as liaison between guests and other services provided within and outside of the facility
· Monitor inventory and ensure lounge supplies are sufficient and readily available
ASSOCIATE SALES COORDINATOR
Emerson Electric Asia Ltd. – Ortigas, Pasig City, Philippines

July 2011 – April 2012

· Monitor Order Backlog Reports of Liebert Channel Products

· Coordinate with the shipping departments to improve delivery schedules and inform customers of delays in the shipment
· Provide update to the system of the new shipping dates and upload variety of Sales Documents in El. Net
· Maintain and develop contact with existing and potential clients through networking and promotional events

· Work on keeping an updated database and plan strategies for sale enhancement
· Update and develop company website with current promotions
· Provide administrative support on order status notifications
SERVICE ADMIN ASSISTANT II
Honda Cars Makati Inc. – Global City, Taguig, Philippines

May 2007 – August 2011

· Provide information to customers and handle appointments
· Prepare and modify service performance and revenue reports as well as different kinds of Internal Office Forms (RCA, PCV, RCP, etc.)
· Analyze operating practices  and department attainment and make action plans to gain targets
· Monitor service associates’ absences, overtime and official business forms
· Maintain office supplies, determine consumption and recommend cost-saving measures
· Prepares daily, weekly and monthly reports to be extracted in SAP
Academic Qualifications
Bachelor of Science in Business Administration
Major in Entrepreneurial Management
First Asia Institute of Technology and Humanities
Cum Laude (2006-2007) 
· PRO, Junior Managers Association of the Philippines (2006-2007) 
· VP Finance, Junior Managers Association of the Philippines (2004-2005)
ATTAINMENTS
· Nominated as Model Employee, Dubai International Hotel

December 2013

· Perfect Attendance Awardee, Honda Cars Global City

January – December 2010

· Model Associate of the Quarter, Honda Cars Global City

1st Runner-up for 3rd quarter 2010

Model Associate for 2nd Quarter 2010

· Model Associate of the Months 2010, Honda Cars Global City
May, June, July, August and September

· Model Associate of the Month 2008, Honda Cars Global City
2nd Runner-up June 2008

2nd Runner-up July 2008

1st Runner up for 2nd Quarter 2008

· 2010 Productivity Improvement Circles National Convention

Gold Award, September 22 – 24, 2010

· Regional Quality Circles

Gold Award, August 19 – 20, 2010
TRAININGS 
Interpersonal Skills and Operation Management

Honda Cars Philippines Inc., November 8 – 12, 2010

Hospitality Course

Honda Cars Philippines Inc., September 14-15, 2009

Grammar and Business Writing Course

Honda Cars Makati Inc., November 20-21, 2008

Sales Training-Account Management

Honda Cars Makati Inc., October 14, 2008

Work Attitude and Values Enhancement Workshop

Honda Cars Makati Inc., July 29, 2008

Excellence in Customer Satisfaction

Honda Cars Makati Inc., June 6, 2007

REFERENCES
Available upon request
